
1

DOCUMENT Rt MAE .

ED 092 787 CE 081.535

AUTHOR Brendel, LeRoy A.
TITLE Reaching for Editorial or In-Depth Proofreading:

. PUB DATE 1 Dec 73
NOTE 26p.

EDRS PRICE 8F-S0.75 HC-$1.85 PLUS POSTAGE
DESCRIPTORS *Business Education; Business English; Business

Skills; Businesk; Subjects; Clerical Occupations;
.

*Editing; *Language Skills; Office Occupations
Education; Secondary Grades; Secretaries;
*Stenography; *Teaching HethodS; Vocational
'Education

IDENTIFIERS *Proofreading

ABSTRACT
Editorial, like clerical, proOireading cannot be left

to chance; the know-how, what and why must bra reviewed, recalled
reinforced,,and refined daily. There are foot avenues of daily
activities available to the teacher to establish these skills: (1)
homework reading assigneent, (2) dictation71pr-control aaterial, (3)
'dictation. Jo; in-depth-proofing, and (4) daily.dictation-of copy
containing error. It must become second netnre to the student to
*hawk-eye" every dictation for editorial e4ors.'The basic 'foundation
for this.siill must begin,in teaching clerical proofreading in the
beginning typewriting and shorthind classes and systesatic followup.
by the trayscription teacher with a carefully planned and
persistent/n.applied simulated program. (HE)



BEST COPY AVAILABLE

US URA/TOP NALTN,
DUCATION l W

NATIONAL INSTITUT OP
OUCATION

00(1)µr NT HAS SEEN REPRO
OUT TO ERA(1I.Y AS RECEIVED ROM
THE PERSON OR 0111,ANI1AIION ORIGIN
AI iNG II PIIINTS of VIEW OR OPINIONS
ST AT I 0 DO NOT NECESSARli V RFORE
SENT OP t I( lAi 'NAIIONAl INSTITUTE Or
FOUr AI (04 POSITION OR PM ICY

REACHING FOR EDITORIAL OR IM -DEPTH PROM/MIMING

LeRoy A. Srendol
Coordinator, Business Education
Pace University, New York City

A TERMINAL PERFORMANCE GOAL' "Given two takes of,

office-style dictation of 125-150 words each, the stu-

dent will be able to detect and to correct four of five

editorial content errors"--certaihly a necessary an

worthwhile terminal-performance goal in a or:emote cy-

based transcription class.

But to attain such a goal the teacher m t Al) in-

doctrinate-in. the student the attitude tha any dicta-

tion and its resulting transcript are gu lty (of errors)

until Proven innocent thereof, and (2) direct special

teaching efforti and materials toward' the know-how,
A r

-what, and -why of such a gokl. //

But, first, some brief'expl'itions of terms as.

used in the context-of.thie pap r..

OFFICE-STYLE DICTATION. ;Office -style dictation

is generally thought of as that in which the dictator:

O
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a. dictates at an'uneVen rate, but slowly enough

for the stenographer /secretary to encounter

little speed difficulty except for brief spurts..

b. makes changes, dolotions, and additions as ha

dictates.
;,

c. includes comments and instructions not to be

included in the transcript.

Howeverithere is a fourth, often overlooked,'

characteristics the editorial content errors made

unknowingly by the dictator as he dictates.

This rather general definition of office -style

dictation suggests at least two implications for teach-,

ing proofreading.

,First, it Liplies that perhaps the transcription

teacher should do a little soul-searching and .decision-

making whether to dictate material for transcription at

a prescribed words-a-minute .rats .ok to dictate material

for transcription at a rate that enables students to

produce mailable/usable transcripts the first time.

Realistically, timed dictation, for'transcriptionl

puts the students in a situation of.beinq 'tested both

on speed of dictation and quality of transcript, yet
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the two are-made up of diliferont,Akiils'and knowledge..

Perhaps, instead of following the general practice

of qctating material for transcription at an arbitsar-
,

ily established cruising rate of 20 wain below the spead

7
norm of the clams,

)
the transcription teacher might,dic-

.

tate at-in unevon±rate,-mOri-nearly-roprasenting-offic

style, slowly enough for the Students to encounter lit-

tle speed difficulty except forl4hOrt spurts.
.....

Secondly, perhapi the transcription teacher should
4

consider de- emphasising thi evaluation of a student's

transcript on grading scale ranging from 0 -100% or

from r to A and Outiilp more mmphrumis on mailable/usable

transcripts, the .dictation for which is 'given at a more

office-like rate.

Untimed dictation for transcription does not nec-

essarilyessarily mean that office -style dictation per stshould

be adoptedalthough no known /wall research,has:ever

been done showing that this might not be a good tech-

"pique- -but it does mean that to get more nearly accurate

transcripts, perhalis dictation of untimed, error-free

material should be str.eesed much more than.appears to

be:Ole current status quo.



'UntiMod,dictation for transcription woufdsPermit'

both the teacher and the student to treat copy,diffi-

culty--vocabolary, phraseology, sentence structure, num-

bar 'expressions, and other problems-mucb more realis-

tically.

Office dictator's

1. dictate number expressions that are statisti-
m:

cal An nature more cautiously to ensure emu-

racy.'

. use more.distinct pauses for a series of words,

phrelies, or clauses

3: diOtate sentences of unusual strUdture. mere

Slowly, often including the punctuation so as

to express clearly'the intended nesmage.-

Timed, peCed wam dictation for transcription does

not provide much leeway for handling such problems real-

istically, thus creating transcription hurdles for the

student.

Suggesting, however4 untiked dictation for tran-

scription is not intended to imply or infer that dicta-

tion for speed should be totally disregarded. Generally

speaking, every transcription class period should have
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.
same dictation fate Speed bui ding, str ing for the

highest rate possible for ma

no reason why' timed dictation teats/should not on =00-

a

student. Too, there is

.sion be 'administered" the results of Whichthoiret,
.

should be considered. only as a or, not a major,'
t,

factor in a itudent's final grade,
\

if at all.
1,

A
EDITORIAL CONTENT ERRORE. Du7ing the time the stu-

dent is being educated towards the \objective of being

. able to transcribe timed dictation that is *Wish- /

//

perfect and meningful in content, the teacher oondj:-:

tions him to preproof and pOatproof to:find errors, in

typing, spelling, punctuetion, technical arrangem t'

and content of copy (margins, detest inside addr est

.salutations closing; °deplete, meaningful sente cuss),

and other related areas.

Howeyer, vey few, if any, 'dictators in he world

of business dictate perfect or near-perfect 9/7.

Ithile trying to develop thought krendi, a.d ctator will

often repeat Iiimielft will misstate data( r ask the

secretary to confirm and/or to furnish th before tran-
.

Scribing); will express a meaning that is/unclear, and

through lack of clarity convey a thought contrary to
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that intended; or will use incorrect Inglish.

Conseque ntly, for job lbompetency, the student in.

the final stages of. transcription must be able to cope

with material that ill' hot copy-patfect.

The student must be observant ofdictated copy: he

must think about the dictated Words and their effect oh

the reader. Poi examp le, in the folowing sentences,

the transcriber must make clear what the dictator in-

tended:

In normal times the company Uses a (hundred odata.
hundred -odd) handicapped men and women.

lave available for prises (twenty-five a twenty
five) dollar bills and (twenty-one a twenty one-
dollar bills.

With everyone speaking and hearing sent:mice frag7

mints daily rather than completeApentendd, it it tutu-

ysal to heir as "correct" oral statements with for ex...

ample, 17/ke used for le or as ifl as in The campaighl-

was carried out just like it had been planned." -There 7,

fore, the student must be trained to listenfor and. to

correct Inglisherrore made during dictation, and, fur-..

ther, to preproof for any errors that might not have

been heard dUring, the dictation.

a



The student must also be taught to listen atten-

tively to the dictator's pauses And voice inflections,

to be perceptive to - -and, consequently, to reproduce

clearly- -the intent of the dictator. This is espeOially

_true in such dictation material as the Poillowings

Before answering the chairman listed the pros and
cons.
Before answering', the chairman listed the pros and
cans.

r
Long before they had decided their course of action.
Long befOre, they had decided their course of action.

Attempts to arbitrate the disputed issues ended
happily.
Attempts to arbitrate the disputed issues ended.
happily.

Since he has made every effort to increase produc-
tion.
Since, Niches made every snort to increase produc-
tion.

The.stenographer must be helped to become fully.

aware of:the,_plct that the dictator isApt,to err, in

English, in factual information, in meaningful expres-
i

ions--that he will make statements that will have to

be researched, to be verified, and/or to be double-

checked for accuracy.

PREPROOFING. The preproofincvstage'precedes the

actual typing of the Cranscript, and it is during this



stage that any errors in the dictation notes should be

detected and corrected to avoid'making,e4asuros or re-

'typing of. the copy. rrasing and retyping are very ex-
,

pensives1-for example, the cost of producing one letter
4

ranges from approximately $2 for general office dicta-

tion to more than $3 at a higher executive level.

These costs include such things as dictator's time,

stenographic time, nonproductive labor, fixed charges,

materials, mailing, and filing.

In the preproofing stage the stenographer reads

the 'Shorthand notes and follows these procedures:

1. Inserts and, circles all necessary punctuation

and pararaph marks.

. A

2. Writes in correction' for errors in grimmer

or language structure that might have 'crept

into the dictation.

a. Fragmentary sentences
b. Dangling participles
c. 'Capitalisation
d. Agreement of pronoun anotantecedent

` s. 'Redundancy
f. parallel sentence structure
4. Double negatives
h. Comparison ,f adjectiyes and adverbs
i. Agreement of subject And verb
j. Correct Use, of who. whom; lie, lay; sit,

Bet; the infinitivc,to be; and other
troublesome usages
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. Checks all spelling and correct6ord usage

(especially individual "demons"), actually

writing the correction above the notes or-in

adjoining column.

4. Verifies accuracy 'of all figures, datestap-

Pointmats. addresses, amount, and number's*-

pressions (words or figures), through previous

correspondence, files, calendar, appointment

books, bookkeeping records, and so forth.

S. Pits into their proper places any last-minute

changes in wording or instructions made by the

dictator.

6. Inserts salutation (vhidirshould' not be dic-

tated) that agrees with inside address.

7. Inserts titles of respect (which should not be

dictated) .

8. Checks agreement of spelling oraddressee's

nails in body with inside address and envelope,'

g. Inserts closing (which should not be dictated)

that agrees with tone of letter.

10. Checks, espeCially, first and last sentences

where errors are most frequeAtly'overlooked.
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POSTPROOYINO. This is the stage that immediately

follows the typing of the complieentary closing (so

that in case of poor vertical placement, the final

lines can be spaced apart or close together to perfect

otter placement).

The tOSTPROOPIMG STAG, follows the typing of the

copy; before copy is removed from typewriteusually

at last line of closing.

This stage possibly requires more oonentration in
y

making final check for moaning and eec Les wince pre-7
isuoably all errors have been eliminated n preproofing

qt.

stage.

1. Omission of words, phrase'', or sentences

lan

4'2. Typographical errors

3. Substitutions (meaningful)

___4. Transposed words

5. Arrangement

LETTI.R

ENVFI,OPE

(a) placement on letterhead
(b) length of paragraphs
(c) arrangement of letter

parts

(a) agreement with inside
address and original
correspondence

(1) placem9nt
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(a) arrangements blodNed
(d) Spacings 'single
(e) city,- state, SIP

6. Thought conveyance

7. Figures, dabs, amounts, etc.

MDITORIAL OR IN-DIPTH PROOFING. Actually, the

teaching of basic ooncoOta of editorial or,iin-depth

proofing should be started early.ln the typoieiiting o

course and early in the,transcription cowspe04th

teacher emphasis on teachi the student twit. tc.d.a.tect

_

and correct clerical errors, those errors expecvmd to

be detected and corrected by a clerk-typist.

clericalitrors. Theee types of errors deal pri-
!

mariy with the mechanics of writing a MOSIMIO. Such

errors center around:

1. Typing

2. Spelling of individual words, plurals: Abbre-

viations; homonyms: pseudohomonymst one- and

two -word expressions; Compound words, capital-

isation.

3. The use of'the hyphen for compound, Words,

clarity, word division.

4. The use of the apostrophe to express dimple
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plurality or possession.

5": 'The .Use of quotation Marks, underscore,.other

display deyicie and techniques:

.

. The need for and the correct use of punctua-

tion marks.

7. When to. express .numbers as words or figures.

J3. The difference between a.complete sentence and

a phrase.

If a student is-to grasp the full concept of in-

. depth proofreading, however, he must be given copy

that also contains editorial content errors *o bi cor

rectal before transcription.
.

Bditorial content Srro s. Sditorial contetit-errais.

arm those.that do not clearly and correctly transmit

the intent of the message. Such errors center around:

1. Agreement of-subject and verb

2. Pronouns

a Personal
A t.

:71

b. Agreement with antecedent

. Modifiers

. Misused and misplaced

b. Sense adjectives and adverbs
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c. Double negatives

d, Caparison of adjectives and'adverbs

e. -ly adjectives

i. !Parallel structure

4. Figures, dates, appointments, and number ex-

pressioni.

CUMICULUM/
Pox` high school students, education in editorial;

proofing, at least on an acquaintanceship level, can

be done concurrently with the introduction of
%

office-

. styli, dictation during the later part of transcription

class. The allotted time and depth will naturally vary

with the level of student abilities. for peat-secondary

ptUdents however, a goal of prOficiency:in all aspects

Of Proofreading should be set for the final semester of

tha,shorthand program.

A CYCLIC SIMULATUD PROGRAM

. A ailaulate4 training program, proceeding from the

very simple to the more Complex, can fall roughly into

four cycles.

Cycle 1. This first cycle has two functions:

(I) to review English fundamentals and sentence structure,
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and (2) to introduce editorial content errors the stu-

dent should become ayare of in preproofing.

During the first cycle, involvement should include,

1. Discussion with the class on a particular area
0

of editorial content problems (e.g., subject-,

verb agreement), using class-adopted office

reference manual as final authority.

2. Dictation of 10 sentences, office-style, same

containing errors, and some no errors. (Die -/

tating is preferred to printed snglish exec
iho

cisme. The hoped-for transfer of learning

from printed Owlish exercises to shorthand

seems not to be; too evident. .2he added, &men-
.

_s ion of 'shorthand outlines apparently makes a

difference in the accuracy between working

withAehorthand and working with printed *Wish.)

3. Directing the students to .preproof their notes,

making corrections and indicating punctuation.

4. Having individual students read the corrected

,

sentepces aloud with punctuation. (The teacher

makes note of any particular type of construc-

tion in which the class gives indication of



weakness for follow-up.)

5. Repeating Steps 2, 3, Id 4 for two or three

days, emphasising those kinds of subject -verb

constructions presenting difficulty as shown,

in tsp.' 4.

A simil r.procedure can be followed for presenting

other,possible editorial errors, such as,agreement'vi

pronoun-anticadent, modifiers, And so forth. Following

'intensive'dictition in a new area (e.g.i7pronoun-ante-

I .

cedent agreement), the teacher then dictates material

that.. includes preceding areas covered (subject-verb'

agreement, foi example) , thus providing. cumulative re-

view, recall reinforcement, and refinement of previoui

teachings-learning*.
- ;

Cycle 2. This .cycleinvOlves the teachei in

tating a letter containing an editorial error. Upon
r

completion of tha dictation, the teacher tells the Stu -

dents that there is one error that must be corrected

during preproofing, carefully eliciting the correction

from tha class orally before they begin to transcribe.

This.technique should be repeated two or three times.

Cycle 3. In this cycle the teacher dictates one



or two letters, each continin one or two editorial

errors. Upon completion of di tation, the teacher tells

the class that there'are error in time material and that

they should be aware of them du ing preproofingt but he

does not assist in drawing out e corrections except

possibly on an individual basis.

Cycle 4. 'This cycle.is the oficiency level to

bip used extensively and intensive G, on the postsecon-

dary level. DOring Cycle 4, with hash upon pro-

ductivity of mailable /usable trans ipts from. oracle-.

style dictation, the teacher t to be sure that

at-least one or two of several takes contain one or two

editorial errors. Teachers are caut od, however, not

.

to gverigad any take with errors. Co , resting numerous

errors takes on the aspect of a game. The obvious j

errors are easy to detect/ oc atonal. rather

'indiscernible, errors that creep into station that

the student has to learn to find and co act.

MATERIALS AND NITHODO

Following Cycle 1, for which the her can use

any English grammar text for sentences, materials

needed for Cycles 2,3, and 4 can be dove ed by the



17

40'
teacher from the abundance of dictation materials al- 4

ready on the market: manuscripts, reports, bulietins,

and memorandumi, as well am'letters (skill Oevelopment
1j.

dictation teachers are too"letter-happy").

For

low have

exempla, note how the two sentences that foi"

been changed to create an editorial proofreBiii-

Ang situation. The first sentence shows the sentence

asgivek_in thee dictation taker directly below (01/4-.

tical), the sentence as dictated 'to achieve the 44to-
1

rial proofreading situation.

Betweekyou and me, he acted as if he was:pleased.
Dictate: Between...I, he acted like....

Subject -Verb _Agreement. This should'be obe area

of ,great concern in'teaching edit ial proofreading,

especially sentences in which exprdisions separate the

subject-from the verb, the subject is an indefinite.

pronoun, Or the spelling of the subject is the same for

both the singular and plural form:,

1. The chief accountant, as well as his aegis-
tants, submits
Dictates The..

Many a man has
ing work.
Dictate; Many.

weekly reports.
.submit....

been recognized for his outstand-

-have, OR, Many...have...their..
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3. A series of talks has been hold among the three
groups.
Dictates A series...hay.... Olt,

pronouns. Because students are frequently

.need aurally by radio, television, and prominent speak-

ere (including those who read from prepared speeehes).

who use incorrect pronoun ,references, teachers met

work extra hard'td4be certain that all aspiring imseu.,

tive secretaries and typists have thoro4i0 knosiladve

of and competende in-using pronouns.

personal pronouns

1. It is they; not we, who should have taken pre-,
cautionary steps.
Dictates. thorn: not

2. We are uncertain whom he
to fill thevacancy.
Dictates me..who..)..

temporarily a Road

3. Between you and me, someone willing to uproot
himself has to be chosen.
Dictate: Betweenmyselfthemselves....

Oodifiers. To achieve smooth reading and rapid

conveyance of one's message, precise wording and cor-

rect sentence structure are necessary. Misused and mis-

placed modifiers, unparallel montanee

double negatives are examples of type

make it difficult to read anddgrasp a

structure, and

4A errors's. that

writer's message.
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Toacking,to detect and Correct Such errors should be a

must on any teachir'spriority/list.

pliumed'and Misialsced

1. The company sold n arly all its entire stock
during its mid-Jul sale.
Dictates The...n arly

Time was so presiing that While flying to
Boston ha-had-to write his speech on an envelope.
Dictates Time...he had to write his speech

.while: flying to Wilton on an envelope.

3. The climate will probably not be so unpleasant
aS'it is here/.
Dictates Tha..:as unpleasant....

Adjectives and. Ovorbs

1. He appeared confident in his role as,mediator.
Dictates ,He...corifidently.....

2. Itappears Mr. 'Bond performed quite well in
sim1Aar,situations.
Dictates It...good...al

3. Itveryone remarked at the time how bitter the
beverage tasted,
Dictates Sveryone...bitterly....

payable limit/yea

1. Such action is to be taken only with my written
permisiion.
Dictafts SuCh...is.not:...

'2. It won't take a,minute,of your Um: to fill in
the two blanks.
Dictate: It won't take
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One can, as the situation now exists, do nothing
more.
Dictate One can't.44..

Comparison of AdiectlYes an4 Adverbs

1

1. This department now has larger expenditures
with less income than any other department.
Dictates This...any department.

2. Management, labor, and government cooperated
with one another.
Dictates Management...each othert

3. These solutions are more nearly correct than
those submitted last week.
Dictates These...more correct....

.

parallel Structure

1. Miss Dobbs was very efficient ig clerical
routine duties, but exceptionally poor in
stenography.
Dictates Miss...but an exceptionally poor

stenographer.

)
2. We need someone who can type, Who can file,

and who can greet callers.
Dictates We...and to greet-callers.

3. Each morning check your calendai appointments,
sort the mail, and organize your desk for the
day.
Dictates Each...ancryou should organise...

Accuracy of Figures, Dotes, Almointments. An in-

correct date, amount,' or overlapping of appointments

can be not, only embarrassing and confusing, but also

expensivo in time and money. Attention must, therefore,

a
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be,focused on-these areas at every opportunity.

*1. Mr. Flagg will be attending a Board meeting at
913Q, scheduled for 1 hour 15 minutes, so I
set your appointment immediately after, 10:45
to 11s15. 'w

Dictate: Mr. Flagg...11:45 to 12f15.

2. A nonstop flight from Mew York to San Francisco
is approximately 44 hours: therefore, if
Mr. Angus leaves New York at midnight, he
should be at the San Francisco airport at ap-
proximately 1:30 a.m.
Dictate: A...4:30 p.m.

We shall be very glad to Aee you on Thursday.
June 30,''t 9:15 a.m.
Dictates Me...June 31...in the morning.

APPLYING THE 4 Rs PRINCIPLI DAILY. 'Ifithe in-

depth proofreading skill is to be developed to the

point of being a natural, automatised part of a stenog-

raphers* skills and knowledges,'teaching for it has to
0

be consistently and persistently,plannod by the teacher,

preferably as a daily routine.

There are at least four avenues of daily activi-
1.. et

ties available to the teacher for Ale systematic review,

recall, reinforcement, and refinement of the in - depth

proofreading skill.

Ayenue 11 Homework Reading Aisianment. When read

ing homework meter al in class, the teacher may call
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attention to particular sentences'that illustrate the

need 'for in-depth proofreading. Hror.example, assume
1

thettework reading material contains theme two son-

tones.:

1.' The costly-looking jewelry was imitation, not
real.

Teacher: If you had this sentence dictated to
you, what would'you chock during pre-
proofing?

Students Hyphenate costly-loOkinstr comma
aft r

2. We heartily di pprove of your taking on these
extra duties.

.

Teachers In this\sentence, where would you
focus, attention in preproofing?

Student: Your before i noun ending in lig.

Avenve 2o Dicpotion-for-Control Material. Assume

material dictated for control (folliToing dictation for

speed development) contains these two\sentencess

1. This new model probably will i1ot be so expen-

-

sive an others now on the mar et.

Teacher: In this sentence, indicate what you
would check while preproofing.

Student: Using ao...as for'negative comparison.

2. Either the credit department or the accounting
--department has made a serious error:

Teachei: What would you check in preproofing
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this sentence?

Student:. HAI *or the singular subject follow-
. ing sa that conniicts two singular

antecedentS..

Avenue 3s Dictation for In-Depth Proofing. In

this avenue, the teacher dictates several sentences in-

volVing Ill types of errors to be propioofed, typed,

and corrected.

1. The reasons are obvious, as I have stated on
numerous occasions.
Dictate: The..., like....

2. Recently I read in' the paper that the Governor
vetoed the bill.
Dictates Recently...read where....

3. Fewer people applied than-we ,lead anticipated.
Dictate: Less...then....

4. Organizational plans will not take so long as
for previous, campaigns. 4'

Dictate: orginizational...a...1ong a:. Sib

5. Wbrking alone all night, he successfully worked
out a detailed plan.
Dictate: Working..., detailed plan was suc-

cessfully worked out.

6. Personnel has Outlined .only a few of the im-
portant
Dictate: Personal has only....

O

7. It had been unanimously decided that the
nominee is to hp he.
Dictate: It...him.

8. We deeply appreciate your offering such liberal

An.
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terms.
Dictates We...you....

94 Of the two models now available, Model is

the better.
Dictates Of...bost.

1
10. After our discussion yesterday, it occurred to

me that Z might be.helpful.
Dictates After...occurs...:'

11. We must be extremely careful to exercise dis-
cretion in handling this matter.
Dictates We...digression..i..

Avenue 4i Daiiv Diqatio af coptaininq

jtroiAsi. Naturally during the final stages of the

transcription course, the student should be expected to
41s

write two or three takes to be transcribed slur insect

given period of time. included in at least one or,two

of-these takes shodld be editorial errors that the stu-.

dent is expected to detect and correct for credit as, a

mailable/usable transcript.

A fifth avenue, to be used occasionally- -even with

non shorthand

rough drafts

students--is to have the students copy from

that contain editorial errors. tenogra-.

Oheis .(and lerk-typists, possibly with a ;ease; degree

_in error difficulty) should be taught that preproofing

and postproofihg rough drafts should follow the same
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,

routines as those followed for shortharid dictation.

Preparing such materials'is not tiara-consuming cc-

. laborious. The teacher merely has to adapt some text-

book material by inserting a few editorialerrore (pos-

sibly a few clerical) in the copy, duplicate the ma-

terial, and peel it out to be typedcorroctly.

SUMMARY

Athile the student should be.made aware that in,the

world of woIk he will not to "red ftly withodictatiOn

deliberately "loaded" with editorial or in-depth errors,

it should be made quite clear that he will, neverthe-

leis, be faced with errors that Mill occur, moreifre-
f.

guently at some times than at other times, depending,

perhaps, upon the pressu on the dictator at the time

of dictation. Daily association with the dictator, it..

should also be pointed out, will doubtless reveal cer-

tain patterns of errors ofiwhich to be specially aware.

However, because errors outside the dictator's

usual patterns will occur' on occasion, to haWk-eye

every dictation as if editorial errors were an every-,2

take occdrrence must become "second nature" to the stu-

dent.
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The basic foundation for Olio "second nature" must

have its beginning in the teaching for the ,detection

and correction of clerical errors in the beginning

typoreriting and shorthand classes: the firming Up. and

the building upon thii foundation in the detection and

correction of editorial errors rest with the transcrip-

tion teacher who must have a carefully planned simUlated

program and the determination'to adhere to it consis-

tently and persistently.

Editorial, like clerical, proofreading cannot be

left to Chance: the know-how, - what, and -why must be

reviewed, recalled reinforced, and refined daily.

k


